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Figure 1

Adversary Summons Issuance
and Service

As part of the Adversary case opening process, a summons will automatically be
generated and issued by the CM/ECF system. The summons will extract the
necessary information (e.g., case numbers, party names, attorney for the plaintiff,
etc.) from the case opening record.  The summons will also be automatically
docketed in CM/ECF at the time of issuance.  Filers will receive a hyperlink to the
summons within the Notice of Electronic Filing at the end of the case opening
process and via e-mail.  The summons may be opened and printed for service as
follows:

1. Click on the Summons Issued hyperlink contained in the docket text. (See
Figure 1)

After the summons has been printed it will need to be served on all
defendants in the adversary proceeding. If you plan on attaching a copy of
the summons to your certificate of service, a copy of the PDF summons
should be saved to a directory of your choice for this purpose.

2. Once the summons has been served you will need to file a Certificate of
Service for the summons.  A PDF writable Summons Certificate of Service
form is available on the court’s website under the Forms & Publications
menu (Local Rules and Forms option).
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Figure 2

Figure 3

Figure 4

3. Once you have prepared your Summons Certificate of Service, you will need
to file this document using CM/ECF.  Click on the Adversary hyperlink on the
CM/ECF Main Menu. (See Figure 2)

4. Click on the Complaint & Summons hyperlink on the Adversary Events
menu. (See Figure 3)

5. The Case Number screen displays the last case number used in this
CM/ECF session.  If this is the correct case, accept it by clicking [Next].
Otherwise, enter the correct case number in YY-NNNN format and click
[Next].  (See Figure 4)
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Figure 5

Figure 6

6. Select the Summons Service Executed event from the Event Selection
screen.  Click [Next].  (See Figure 5)

7. The PDF Document Selection screen will display. (See Figure 6)

# Click [Browse], then navigate to the directory where the completed
Summons Certificate of Service is saved.

# To make certain you are about to associate the correct PDF file for
this entry, right click on the file name.
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Figure 6a

Figure 6b

# Select open option from the displayed dialogue box.  (See Figure 6a)

# This will launch the Adobe Acrobat Reader.  Review the document
that is to be uploaded.  Verify that the document is correct.

# Close the Adobe application.  If the correct file has been selected,
click  [Open] on the File Upload dialogue box. (See Figure 6b)
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Figure 7

Figure 8

8. The PDF Document Selection screen will now reflect the filename for the
selected PDF document.  Click [Next]. (See Figure 7)

9. Select the party that the summons was served on from the party list. Click
[Next]. (See Figure 8)
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Figure 9

Figure 10

10. You will now be prompted to enter the date the summons was served.
Enter the appropriate date and click [Next] to proceed. (See Figure 9)

11. Click [Next] again.

12. The final docket text will display.  Verify the final docket text and click
[Next] to complete the filing. (See Figure 10)

13. The Notice of Electronic Filing will be generated and displayed.



CM/ECF Attorney  Summons Issuance and Service - Page 7 

USBC - Southern District of Ohio                       June 22, 2005

Figure 11

Figure 12

Issuance of Amended, Alias, and 
Third Party Summons

On occasion, a summons will need to be served outside of the case opening
process.  For these instances, the court will prepare and issue the needed
summons.  You will notify the court of the need for summons issuance as follows:

1. Click on the Adversary hyperlink on the CM/ECF Main Menu. (See Figure
11)

 

2. Click on the Complaint & Summons hyperlink on the Adversary Events
menu.  (See Figure 12)
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Figure 13

Figure 14

3. The Case Number screen displays the last case number used in this
CM/ECF session.  If this is the correct case, accept it by clicking [Next].
Otherwise, enter the correct case number in YY-NNNN format and click
[Next].  (See Figure 13)

4. Select the Request for Issuance of Summons event from the Event
Selection screen.  Click [Next]. (See Figure 14) 

Note: The Request for Issuance of Summons is a virtual filing event.  No PDF
document is needed, and you will not be prompted to attach a document.
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Figure 15

Figure 16

Figure 17

5. CM/ECF will display a warning message regarding the use of this
docketing event.  Review the message and click [Next].  (See Figure 15)

6. Indicate the type of summons that should be issued by clicking the
appropriate radio button.  Click [Next]. (See Figure 16)

7. Enter the name(s) of the person the summons is to be issued upon and
click [Next].  (See figure 17)



CM/ECF Attorney  Summons Issuance and Service - Page 10 

USBC - Southern District of Ohio                       June 22, 2005

Figure 18

8. Click [Next] again to continue.

9. The final docket text will display.  Verify the final docket text and click
[Next] to complete the filing.  (See Figure 18)

10. The court will review the request and issue the appropriate summons. 
You will receive the summons via a Notice of Electronic Filing titled
Summons Issued.  When you receive this Notice of Electronic Filing, print
out the summons and complete service.  Once service of the summons
has been completed, file a Summons Certificate of Service in the manner
previously described in this manual. 


